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· Quick thinking, results producing Administrative Professional seeking position to incorporate extensive administrative and customer service skills to produce quality, profitability and value. 
· Enthusiastic Team Player with success using multitasking skills to problem solve customer discrepancies, accurately organize files, update or create customer demographic records and answer multiple calls using impeccable phone etiquette. 
· Extensive training in health insurance verification/ referrals, co-pay collection and patient registration.
· Knowledgeable in ROI and HIPAA regulations pertaining to medical records, with an intermediate understanding of medical terminology.
· Superior and reliable work ethic which can be used for results independently and with teams. Accustomed to and willing to commit to long hours in pursuit of company goals.
· Success in working in high stress, deadline oriented, commercial and healthcare settings. 
· Advanced computer proficiency using Microsoft Office 2010 software: WordPerfect, Excel and Outlook. 
· Typing Speed of 65 WPM and 10,000 key strokes per hour. 

Professional Experience
Cashier: Target, Glendale, CO 								(9/2012-Present)
· Greet Customers and ascertain what each customer wants or needs. 
· Open, close cash registers, performing such tasks as counting money, separating charge slips, coupons and vouchers. 
· Maintain knowledge of current sales and promotions, return and exchange policies.
· Compute sale prices, total purchases while receiving and processing cash or credit payment, including the bagging and packaging of purchases. 
· Answer questions regarding store and its merchandise.

Customer Service Specialist: Office Depot, Lakewood, CO				(01/2012-Present)
· Provide compassionate care to customer using listening and communication. 
· Problem solving skills used to address customer returns and exchanges. 
· Polished phone manner used to answer phones politely and in a timely manner. 
· Multitasking skills used to cover cashier position and freight specialist position. 
· Cash handling skills used to operate POS register. 

Production Assistant/Administrative Assistant: Hammond’s Candies, Denver, CO 
(4/2011-10/2011)
· Sealed and packed factory produced taffy.
· Conducted quality control with taffy and recorded acceptable and non-acceptable candy counts on spreadsheet. 
· Taffy Catcher that labeled tubs with weight, flavor and batch sequence. 
· Performed general housekeeping duties to clean taffy work areas at end of shift. 
· Promoted to Administrative Assistant in Front Office and assigned to make out-bound calls to delinquent credit card accounts. 
· Updated customer demographics in computer system and assisted Accounting Department using Excel 2010 program. 
· Polite Customer Service skills used to greet internal customers and vendors at Receptionist Desk in person and over the phone. 
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PBX Operator/Patient Access Representative: Littleton Adventist Hospital, Littleton, CO 
(12/2008-3/2011)
· Answered all incoming calls to Main Switchboard using Nortel/Meridian Telephone Business System equipment in a timely manner using professional manner. 
· Conducted outgoing calls to Physicians-On-Call and long distance calls for registered patients while respectfully transferring all in-house employee calls request.  
· Provided hospital department, service information and in-house patient locations/room numbers using Meditech software strictly adhering to all HIPAA regulations. 
· Reliably covered ER Registrar shift on Part-Time basis to provide team coverage to Patient Access Service Department.
· Registered/Checked-in/Updated Patient demographics to Emergency Department using Meditech software, compassionate listening and communication skills.
· Photocopied, scanned patient identification and insurance cards using medical records software. Collected insurance co-pays, self-pay deposits and obtained HIPAA regulated signatures. 

Administrative Assistant: Lakeshore Companies/Job Placement Agency, Greenwood Village, CO 
(8/2008-12/2008)
· Job Assignment: Part Time PBX Operator at Littleton Adventist Hospital and successfully hired as permanent Full-Time PBX Operator. 
· Job Assignment: Full Time Medical Records Clerk to Rocky Mountain Cancer Center/Denver Location. Supported medical staff by pulling, faxing and filing: Oncology patient files. Organized Lab, Pathology and Radiology reports, signed consents, insurance information, and prescription requests in patient charts. “Cleaned” charts then filed alphabetically. Patient file lookup using IDX and Centricity software, files then personally delivered to medical staff offices as well as the distribution of physician faxes. 

Bakery Clerk: King Soopers/City Market, Conifer, CO 					(5/2007-8/2008)
· Superior listening and communications skills used to interact with customers to provide courteous, informative and prompt service. 
· Safe food handling procedures practiced when serving food products, all JCAHO guidelines followed when any mechanical equipment: meat slicer, commercial oven, airbrush machine were used. 
· Responsible for daily product rotation, preparation of baked customer products and checking of packaged product and cleaning agent temperatures which were then recorded in Bakery Department Temperature Logs.
· Knowledgeable on Colorado State Health Department regulations and proper food preparation and cleaning standards. 
· Successfully completed Wilton Cake Decorator, I, II and III Level Classes. Assisted Bakery Department Cake Decorator on Part-Time basis. 

Administrative Assistant: Office Team/Robert Half International, Littleton, CO        (8/2006-5/2007)
· Filing, Retrieval and Organization of Medical Records. Use of copiers, fax machines. Answered phones, sent email correspondence and data–entry of patient information. 
· Assignment: Littleton Adventist Hospital, Radiology Records clerk. Worked twelve hour shift pulling and filing patient Radiology Records using Meditech software for patient lookups.
· Assignment: Panorama Orthopedics, Receptionist. Managed Nortel phone system. Trained to schedule patient appointments, verify appointment scheduling and make appointment reminder calls. 

Education: Pacific College of Allied Health, Lakewood Co 2012. Completion of Degree: Phlebotomy Technician.
Certifications: Nationally Certified Phlebotomy Technician.
2012 BLS for healthcare providers, Colorado/2012 HeartSaver First Aid, Colorado 
Metropolitan State College, Journalism Major/English Minor. Completion: three years. 
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